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	ADP6100.tmp
	Invoices or receipts are required to support all procurement card purchases since the monthly billing statements lack sufficient detail to comply with Minnesota Statutes.  For purchases in which a receipt is not normally available, a copy of the compl...
	1) The Department Director is responsible for the authorized use of the City issued procurement card and for any purchases made on it.
	2) Ensure that the procurement card is used in compliance with the City’s Purchasing Policy.
	a. Purchases must be budgeted.
	b. Use of the procurement card for personal purchases is strictly prohibited.  If the procurement card is inadvertently used for a personal purchase, contact the Finance Director/City Administrator immediately. Not reporting inadvertent personal purch...
	3) The procurement card may only be used for the purchase of goods or services for official City business.
	a. The procurement card may not be used for cash advances or any other type of purchase not permitted under the City’s Purchasing Policy. No cardholder shall be allowed to make any purchases for personal use through the City.  Use of the card for pers...
	b. Purchase of motor fuels is prohibited, with the exception of extended travel with a city owned vehicle.  Fuel for personal vehicles used for official city business is reimbursed to the employee based on the IRS mileage reimbursement through the Emp...
	c. Cardholders shall verify with the Finance Department and notify vendors if the transaction is exempt from Minnesota sales tax.  All transactions should be exempt from all local sales tax.
	4) Authorized cardholders are responsible for the secure custody of the procurement card and protection against theft, misuse and fraud.
	a. Notify the Finance Director immediately if the procurement card is lost or stolen and when fraudulent activity is suspected.
	b. When fraudulent activity is suspected, immediately contact the procurement card company at the phone number listed on the back of the card.  The procurement card must not be used again until the situation is resolved.  A new procurement card will b...
	c. To prevent fraudulent activity, the cardholder shall not make transactions over unsecured websites.  Giving out procurement card information over the telephone is not recommended and should only be done in rare instances where the order cannot be c...
	5) Monthly review, approval and reporting of transactions:
	a. At the end of each month, department directors shall have 10 days to review and approve the prior month purchases via the Wells Fargo online portal.
	i. Each transaction shall be evidenced by a detailed receipt or order confirmation.
	ii. Directors shall code each purchase to the correct departmental expense account and provide an adequate description of the expense within the online portal.
	iii. Directors shall print from the online portal a listing of all purchases made during the month and submit to the Finance department along with all detailed receipts supporting the purchases.  Finance shall receive this information by the 11th day ...
	b. The Finance department will review all transactions and provide the final approval to Wells Fargo to deduct from the City’s bank account the total payment amount to cover all authorized purchases.
	6) Returns or Disputed Transactions:
	a. It is the cardholder’s initial responsibility to work directly with the merchant to receive proper credit on returned merchandise or disputed transactions.
	b. Finance Department will be available to assist cardholders with returns or disputed transactions if initial contact by the cardholder is unsuccessful.
	7) The cardholder must immediately surrender the procurement card to the Finance Director upon retirement or termination of employment.  All receipts for current purchases shall be coded and submitted to the Finance Director when the credit card is su...
	8) Any exceptions to this policy must be approved in advance by the City Administrator.
	If any of the following occur, immediate suspension and/or revocation of the procurement card privileges may result, including discipline, as determined by the City Administrator:
	1) Use of the card for personal purchases or cash advances.
	2) Unauthorized use of card.
	3) Failure to notify the procurement card company and Finance Director of a lost or stolen card, and fraudulent activity.
	4) Repeated failure to submit in a timely manner the monthly billing statement with proper receipts/support for payment.
	5) Repeated failure in which the attached receipts do not match the item description or dollar amounts listed on the monthly billing statement with no explanation.
	City of Hutchinson
	Request for Procurement Card
	Applicant: ___________________________   Department: ____________________________
	Requested Monthly Card Limit:    $2,000 $5,000 $10,000 Other: $____________
	By requesting a City procurement card, I acknowledge the following:
	1. The procurement card is to be used only to make purchases in compliance with Minnesota Statutes and the City’s Purchasing Policy.
	2. The card must be used in accordance with the City’s Procurement Card Policy.
	3. Violation of the Procurement Card Policy may result in suspension or revocation of use privileges.  Employees found to have inappropriately used the procurement card will be subject to discipline, including potentially the requirement to reimburse ...
	Director Signature:  ___________________________________  Date: ___________________
	Authorization Information
	Approved Monthly Card Limit: $_________________________
	City Administrator Approval: ____________________________  Date: ___________________
	Finance Director Approval: _____________________________  Date: ___________________
	This fully approved request gives the Finance Director authorization to issue a City of Hutchinson procurement card in the name of the applicant with a monthly card limit as approved by the City Administrator.
	City of Hutchinson
	Acknowledgement of Receipt of Procurement Card
	I acknowledge that on the date indicated below, I received my City of Hutchinson Procurement Card.  I have previously received a copy of the Procurement Card Policy explaining the use and responsibilities of the procurement card.  I understand that:
	1) The procurement card is a cost-effective method for the purchase and payment of small dollar material transactions and is limited to $___________ per month.
	2) The procurement card is to be used solely for City business purchases; not personal purchases.
	3) I am responsible for reconciling monthly statements and maintaining accurate accounting records.
	4) I must attach the itemized receipt with my statement each month.
	5) Should my employment with the City of Hutchinson terminate, I am responsible for returning the procurement card to the City Administrator or Finance Director, along with all receipts for purchases within the current billing cycle.
	If the procurement card is used for personal purchases, for unauthorized items, or used by someone not authorized to do so, I hereby agree to personally pay the City for such purchases and hereby authorize the City, if necessary, to withhold from my p...
	This acknowledgement will be kept in my personnel file and I may be subject to discipline or termination from employment for violation of this policy.
	Procurement Card #: _________________________
	Unique #:        (used to activate card and ID purposes with Wells Fargo customer service)
	Employee Name:  ___________________________________
	(please print)
	Employee Signature:  ___________________________________  Date: ___________________
	Wells Fargo Customer Service:  1-800-932-0036

	ADPC1FA.tmp
	Invoices or receipts are required to support all procurement card purchases since the monthly billing statements lack sufficient detail to comply with Minnesota Statutes.  For purchases in which a receipt is not normally available, a copy of the compl...
	1) The Department Director is responsible for the authorized use of the City issued procurement card and for any purchases made on it.
	2) Ensure that the procurement card is used in compliance with the City’s Purchasing Policy.
	a. Purchases must be budgeted.
	b. Use of the procurement card for personal purchases is strictly prohibited.  If the procurement card is inadvertently used for a personal purchase, contact the Finance Director/City Administrator immediately. Not reporting inadvertent personal purch...
	3) The procurement card may only be used for the purchase of goods or services for official City business.
	a. The procurement card may not be used for cash advances or any other type of purchase not permitted under the City’s Purchasing Policy. No cardholder shall be allowed to make any purchases for personal use through the City.  Use of the card for pers...
	b. Purchase of motor fuels is prohibited, with the exception of extended travel with a city owned vehicle.  Fuel for personal vehicles used for official city business is reimbursed to the employee based on the IRS mileage reimbursement through the Emp...
	c. Cardholders shall verify with the Finance Department and notify vendors if the transaction is exempt from Minnesota sales tax.  All transactions should be exempt from all local sales tax.
	4) Authorized cardholders are responsible for the secure custody of the procurement card and protection against theft, misuse and fraud.
	a. Notify the Finance Director immediately if the procurement card is lost or stolen and when fraudulent activity is suspected.
	b. When fraudulent activity is suspected, immediately contact the procurement card company at the phone number listed on the back of the card.  The procurement card must not be used again until the situation is resolved.  A new procurement card will b...
	c. To prevent fraudulent activity, the cardholder shall not make transactions over unsecured websites.  Giving out procurement card information over the telephone is not recommended and should only be done in rare instances where the order cannot be c...
	5) Monthly review, approval and reporting of transactions:
	a. At the end of each month, department directors shall have 10 days to review and approve the prior month purchases via the Wells Fargo online portal.
	i. Each transaction shall be evidenced by a detailed receipt or order confirmation.
	ii. Directors shall code each purchase to the correct departmental expense account and provide an adequate description of the expense within the online portal.
	iii. Directors shall print from the online portal a listing of all purchases made during the month and submit to the Finance department along with all detailed receipts supporting the purchases.  Finance shall receive this information by the 11th day ...
	b. The Finance department will review all transactions and provide the final approval to Wells Fargo to deduct from the City’s bank account the total payment amount to cover all authorized purchases.
	6) Returns or Disputed Transactions:
	a. It is the cardholder’s initial responsibility to work directly with the merchant to receive proper credit on returned merchandise or disputed transactions.
	b. Finance Department will be available to assist cardholders with returns or disputed transactions if initial contact by the cardholder is unsuccessful.
	7) The cardholder must immediately surrender the procurement card to the Finance Director upon retirement or termination of employment.  All receipts for current purchases shall be coded and submitted to the Finance Director when the credit card is su...
	8) Any exceptions to this policy must be approved in advance by the City Administrator.
	If any of the following occur, immediate suspension and/or revocation of the procurement card privileges may result, including discipline, as determined by the City Administrator:
	1) Use of the card for personal purchases or cash advances.
	2) Unauthorized use of card.
	3) Failure to notify the procurement card company and Finance Director of a lost or stolen card, and fraudulent activity.
	4) Repeated failure to submit in a timely manner the monthly billing statement with proper receipts/support for payment.
	5) Repeated failure in which the attached receipts do not match the item description or dollar amounts listed on the monthly billing statement with no explanation.
	City of Hutchinson
	Request for Procurement Card
	Applicant: ___________________________   Department: ____________________________
	Requested Monthly Card Limit:    $2,000 $5,000 $10,000 Other: $____________
	By requesting a City procurement card, I acknowledge the following:
	1. The procurement card is to be used only to make purchases in compliance with Minnesota Statutes and the City’s Purchasing Policy.
	2. The card must be used in accordance with the City’s Procurement Card Policy.
	3. Violation of the Procurement Card Policy may result in suspension or revocation of use privileges.  Employees found to have inappropriately used the procurement card will be subject to discipline, including potentially the requirement to reimburse ...
	Director Signature:  ___________________________________  Date: ___________________
	Authorization Information
	Approved Monthly Card Limit: $_________________________
	City Administrator Approval: ____________________________  Date: ___________________
	Finance Director Approval: _____________________________  Date: ___________________
	This fully approved request gives the Finance Director authorization to issue a City of Hutchinson procurement card in the name of the applicant with a monthly card limit as approved by the City Administrator.
	City of Hutchinson
	Acknowledgement of Receipt of Procurement Card
	I acknowledge that on the date indicated below, I received my City of Hutchinson Procurement Card.  I have previously received a copy of the Procurement Card Policy explaining the use and responsibilities of the procurement card.  I understand that:
	1) The procurement card is a cost-effective method for the purchase and payment of small dollar material transactions and is limited to $___________ per month.
	2) The procurement card is to be used solely for City business purchases; not personal purchases.
	3) I am responsible for reconciling monthly statements and maintaining accurate accounting records.
	4) I must attach the itemized receipt with my statement each month.
	5) Should my employment with the City of Hutchinson terminate, I am responsible for returning the procurement card to the City Administrator or Finance Director, along with all receipts for purchases within the current billing cycle.
	If the procurement card is used for personal purchases, for unauthorized items, or used by someone not authorized to do so, I hereby agree to personally pay the City for such purchases and hereby authorize the City, if necessary, to withhold from my p...
	This acknowledgement will be kept in my personnel file and I may be subject to discipline or termination from employment for violation of this policy.
	Procurement Card #: _________________________
	Unique #:        (used to activate card and ID purposes with Wells Fargo customer service)
	Employee Name:  ___________________________________
	(please print)
	Employee Signature:  ___________________________________  Date: ___________________
	Wells Fargo Customer Service:  1-800-932-0036
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